State of California

DEPARTMENT OF WATER RESOURCES

The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Staff Services Manager | (Supervisory)

DWR POSITION NUMBER
0100-4800-x9x

SAP POSITION NUMBER MCR
50012782 ]

APPOINTEE

SAP PERSONNEL NO.

DIVISION/SECTION

Executive/Legislative Affairs Office

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:

Confidential Related BU:

Rank and File BU:

E48
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Brian White Assistant Director for Legislative Affairs

APPROVED BY (Personnel Analyst's Name) DATE
P eg_c;j%rg of Activity

0 POSITION SUMMARY [
0 0
0 Under the direction of the Assistant Director for Legislative Affairs, the Legislative Coordinator [
0 manages the daily internal operations of the Legislative Office; develops DWR’s energy and water [
0 policy when appropriate; makes daily policy decisions regarding legislative issues; advises the [
0 Deputy Director and Executive Office staff on legislative matters impacting DWR’s policies and ]
O programs; works cooperatively with the Department’s legislative and legal staffs; through high [
0 level personal contacts, maintains an effective working relationship with Resources Agency and [
0 various State agencies, the Legislature’s staff and consultants, Legislative Analyst’s Office; and [
0 various constituent groups; works effectively and efficiently under pressure and time constraints; [
0 communicates effectively; and writes effectively. [
0 0
0 ESSENTIAL FUNCTIONS [J
0 0

25% Serve as one of DWR’s spokespersons on water and energy-related legislation; represent DWR [’
0 before legislative committees and hearings; provide written and verbal testimony on bills before ]
0 legislative committees; prepare testimony for hearings and/or on matters of general interest to the [
0 Legislature, monitor hearings; present DWR positions in a knowledgeable and professional [
O manner to individual legislators and their staff.[
0 0

25%0 Advise the Assistant Director for Legislative Affairs on water and energy-related legislation [
0 impacting the programs and policies of DWR; make day-to-day policy decisions on legislative [
O issues; provide policy reviews and approval authority on behalf of the Department on legislative [
0 issues, including bill analyses; provide training and guidance to departmental managers and staff.
0 0

20% Prepare DWR legislative proposals; analyze legislative proposals by other agencies; prepare [

analyses of bills, including Enrolled Bill Reports; and amendments relevant to State and federal [
legislation; work closely with sponsors and constituents to resolve issues and provide alternatives.

SUPERVISOR’S STATEMENT:

I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print)
Brian White

SUPERVISOR’S SIGNATURE
>

DATE

EMPLOYEE’S STATEMENT:

I HAVE DISCU

SSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE’S NAME (Print)

EMPLOYEE’S SIGNATURE

>

DATE
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Staff Services Manager | (Supervisory) 0100-4800-x9x 50012782 Il
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Executive/Legislative Affairs Office
PerT(;%rg oF Activity
0
20% Respond to inquiries from the Administration and legislative staff on bills affecting DWR and its [
programs and policies, including budget-related items; provide technical assistance to legislative [
staff in drafting legislation or amendments; prepare correspondence; prepare technical assistance [
to legislative staff in drafting legislation or amendments; prepare correspondence; prepare [
Governor’s Action Requests; prepare weekly legislative report to Resources Agency; prepare [
DWR'’s annual legislative summary.(]
0
10% Serve in the absence of the Assistant Director for Legislative Affairs regarding policy decisions; [

perform special projects related to legislative matters as assigned by the Assistant Director for []
Legislative Affairs.[

0

0
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20%
	activity: POSITION SUMMARY

Under the direction of the Assistant Director for Legislative Affairs, the Legislative Coordinator manages the daily internal operations of the Legislative Office; develops DWR’s energy and water policy when appropriate; makes daily policy decisions regarding legislative issues; advises the Deputy Director and Executive Office staff on legislative matters impacting DWR’s policies and programs; works cooperatively with the Department’s legislative and legal staffs; through high level personal contacts, maintains an effective working relationship with Resources Agency and various State agencies, the Legislature’s staff and consultants, Legislative Analyst’s Office; and various constituent groups; works effectively and efficiently under pressure and time constraints; communicates effectively; and writes effectively. 

ESSENTIAL FUNCTIONS  

Serve as one of DWR’s spokespersons on water and energy-related legislation; represent DWR before legislative committees and hearings; provide written and verbal testimony on bills before legislative committees; prepare testimony for hearings and/or on matters of general interest to the Legislature, monitor hearings; present DWR positions in a knowledgeable and professional manner to individual legislators and their staff.

Advise the Assistant Director for Legislative Affairs on water and energy-related legislation impacting the programs and policies of DWR; make day-to-day policy decisions on legislative issues; provide policy reviews and approval authority on behalf of the Department on legislative issues, including bill analyses; provide training and guidance to departmental managers and staff.  

Prepare DWR legislative proposals; analyze legislative proposals by other agencies; prepare analyses of bills, including Enrolled Bill Reports; and amendments relevant to State and federal legislation; work closely with sponsors and constituents to resolve issues and provide alternatives.
	classification: Staff Services Manager I (Supervisory)
	appointee: 
	dwr position number: 0100-4800-x9x
	sap personnel no: 
	sap position number: 50012782
	division: Executive/Legislative Affairs Office
	mcr: II
	percent 2: 
20%






10%
	activity2: 
Respond to inquiries from the Administration and legislative staff on bills affecting DWR and its programs and policies, including budget-related items; provide technical assistance to legislative staff in drafting legislation or amendments; prepare correspondence; prepare technical assistance to legislative staff in drafting legislation or amendments; prepare correspondence; prepare Governor’s Action Requests; prepare weekly legislative report to Resources Agency; prepare DWR’s annual legislative summary.

Serve in the absence of the Assistant Director for Legislative Affairs regarding policy decisions; perform special projects related to legislative matters as assigned by the Assistant Director for Legislative Affairs.



	supervisor name: Brian White
	employee name: 


